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PREFACE

The staff of the Spring Institute for International Studies
has field-tested the materials in Minibook A with over 150 adult
non-native speakers in a series of Work Styles seminars. sixty-
hour. two-week intensive workshops for job skills and personal
effectiveness training. The students were refugees from South-
east Asia. Africa. the Middle East. and Eastern Europe. They
ranged in age from 18 to 63 and in education from illiterate to

post-university. Some had never held a job; others had worked
successfully at several careers before 1loming to the U.S. Some
had very few English skills; others were fairly fluent. The only
commonalities were that they were refugees and that they were
unemployed -- and that they were in our classroom for six hours a
day for ten days. Using a variety of exercises and activities
allowed us to meet the needs of the students and the demands of
the curriculum.

Minibook A is composed of some of those learning activities
in the form of games. A game format was not. of course. the main
thrust of the Work Styles curriculum. Games were used fre-
quently. however, to provide drill in a pleasant atmosphere. to
encourage group rapport, to vary the kinds of methods that were
being used in order to accommodate the students' diverse learn-
ing styles, and to provide flexibility in what can certainly be
called a multi-level class organization.

Our students have enjoyed the activities in this little book
and have learned through them. We hope you and your students
will profit from them also.
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NOTES:

Each chapter of Techniques for Effective Communication is
organized with explanations and directions for the teacher, followed
by game pages for use with students.

"Please Copy Me" Game Pages

In using these games we have found that color prevents
confusion in passing out materials. Throughout the book. beginning
level is purple and goldenrod, intermediate level is blue and gray.
and advanced level is green and yellow. We encourage you to use
color copies with your students, if possible. Color pages do not
make good masters for photocopying, however. and for that reason we
have also included white master copies for use in photocopy
machines. The masters for all the games page Are located in a
tear-out section at the end of the booklet. _.everal grids are
printed two times on a single master. with the duplicate upside down,
to help you save paper in copying. Just cut them apart to form two
copies.

Mainstream English Language Training (MELT) Project Footnotes

MELT Core Curriculum competency designations have been noted
in footnotes and summarized on the last two pages to assist those
individuals and programs which have a competency-based curriculum
utilizing material from the MELT Project of the Office of Refugee
Resettlement.

Techniques for Effective Communication is the first in a series
of Work Styles minibooks. Minibook B. Application Aptitudes. and
Minibook C. Interview Insights. will be available soon.

ENJOY!
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I. "GETTING TO KNOW YOU. GETTING TO KNOW ALL ABOUT YOU"
...through interview grids.

Creating a classroom environment of cooperation. trust, and
support greatly facilitates learning (and keeps students coming
back for more.) Helping our students to see how that can happen,
and how to develop their own social coping skills at work and in
the community, can open doors on the whole acculturation
process. Obviously, getting acquainted with fellow students or
co-workers is a first step.

Interview grids are a good way to begin a new class or
enliven an old one. The following grids. one for each student in
an interview pair. are at beginning, intermediate. and advanced
levels. The intermediate level grid may be used with a beginning
group if, for example. the students are told they need report
only three things they learned about their partners. The
following grids represent just a few of the formats which can be
used. These game pages were built around information that
surfaces in interviews. re.ume preparation, and filling out
applications. Giids can be created easily to include other
materials on wh.zh the students are working. (In fact, instant
grids can be made in class. with students folding their papers to
create grid squares and copying the simple content
from the blackboard. or students can suggest appropriate
interview questions themselves, as long as this part of the game
doesn't consume too much of the talking time.)

In order to give purpose to the exercise. a pair of students
interviewing each other should report at least a part of the
information about their partners to the entire class. This has
the added advantage of helping all the students learn more about
each other. Some care needs to be taken in selecting content;
don't inclut anything which might be somewhat embarrassing to
the student or the class. It's also appropriate to indicate that
Americans usually do not like to answer questions about their
age. weight. or perhaps about how many years they went to school.
and certainly not about how much money they earn at their jobs.)

Remind students that spelling and writing are not important.
and the papers will not be checked or graded. This is a
speaking/listening drill; success is measured by students' being
able to tell the group what they learned in "Getting to Know You4

1 For MELT competency summary for "Getting to Know You"
interview and social language grids. see last page. page 33.
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II. FEEDBACK FOR FUN AND PROFIT

Native-speaker boss: "Get me that thingamajig on the bottom
shelf. and make it snappy."

Non-native-speaker worker: "What?"

Boss (louder): Get me the thingamajig on the bottom shelf, and
move it!"

Worker: "What?"

Boss (shouting): "Hey, stupid, GET ME THE THINGAMAJIG ON THE ..."

It's the rare second-language learner who hasn't run into the
"LOUDER is clearer" school of clarification. but it's even rarer
when this process results in improved communication. We can help
both the speaker and the listener by giving our students some
tools or strategies for insuring that accurate communication has
indeed occurred.

A. Active Listening

Active listening is a communication skill which involves
feedback from the listener to tht. speaker to be sure that the
message has been understood. It is an extremely effective
approach to language learning since it provides a way for
students to know when they understand as well as when they have
been understood. It also lets the teacher or native speaker of
English know how much was understood and where clarification is
needed.

Active listening is vital for success on the job and for
survival out there in the real world. The process of following
multi-step directions is an example of what effective active
listening can contribute to success on the job. The supervisor
might say. "Stack all the chairs from room 212 in room 210. then
wash the walls. and wash and wax the floor". If the non-native
English speaker understands most of the directions but is unsure
of one piece of information. he can say "Okay. I take out chairs.
wash walls. wash floor, wax floor. I don't know what room'- 210
or 2123?" This way the supervisor knows the worker understood
most of the directions but was unclear about the room numher.
Both the worker and the supervisor benefit from the process of
clarification. One of th, reasons active listening is so
effective is that it gives the responsibility for understanding
to the listener with a definite strategy for checking it out.

MELT Competencies:
2 Cla-15
3 Cla-16



We're trying to help students develop habits they can use
almost without thinking. This requires practice and more
practice. Games can provide an opportunity for necessary
repetition in an activity that is non-threatening and fun, so the
student gets sufficient drill as well as positive reinforcement.

Here are two techniques for feedback which can be used for a
variety of purposes and with students at almost any level by
varying the content in the questions.

Barricade Games for Active Listening

Students work in pairs, sitting across from each other with
a barrier between them so neither player can see his or her
partner's work. An open notebook or folder or large book
provides a simple screen.

IA and 2A. the grids for beginners, are goldenrod and
purple: 2A and 2B for intermediates, blue and gray: 3A and 35 for
advanced students. green and canary yellow. In each case, each
student in a pair has a grid with an equal number of squares, but
with only half the squares filled in. Student #1 has the
odd-numbered squares filled in; student 112, the even squares.

The teacher and a partner should demonstrate the game
(without giving away the answers!) before the students begin. The
following example can be used as a demonstration for games at any
level.

On a chalkboard. flip chart, butcher paper taped to the
wall. etc.. demonstrators a and b will each draw different grids
like those at the top of the next page. The demonstrators should
be located so that they cannot see each other's work. but so that
the students can monitor both of them. (This can be done by
working back to back.) A sample script is on the next page.



Sample script for demonstration of active listening process:

a. In square A. write "OK".

b. I don't understand.4 Please repeat.

a. Write "OK" in square A. 4

b. in the first square, #A, I write "Okay." Do I write big 0,
small k,a,y?

a. No. Just write big letters. Write 0, capital K.

b. Capital 0, capital K.

a. What do I write in #B?

b. Write the number 3.

a. Okay. I write the number 3 in square #B. That's the second
square. Now, in square #C, write the word "No".

b. Please speak slowly.1

a. Okay, in square #C. put (etc...)

Each time instructions are given. the listener must repeat
what s/he has heard. Either partner may ask questions any time
s/he needs more information or does not understand. All
instructions must be in English. No gestures or sharing of
papers is allowed.

When both grids have been completed, the barrier is removed
and the partners compare papers to see how well they have
understood. If the papers are identical. they have done the same
as scoring 100% on an exam. if many in the class did not do
well. further game-playing is in order.

After all partners have completed the activity. ask them how
they did the game and successfully filled in the grids. They
will probably mention repetition, questioning. and feedback as
primary strategies. This is another good chance for them to
learn from each other by sharing.

Melt Competencies:
4. Cla-1 5. Cla-2 6. Cla-4--

n
7. Cla-3

7



Game 1A/18 (purple and goldenrod): Students must know the
alphabet in order to follow directions. For this particular
game. writing numbers, time. and money amounts is also necessary,
as well as square (or box) and circle or 0.

For variations on the game. any other written information
which is being taught in the class may be used to form new
grids. Examples might be 5'2"; Name: First; Last; Address;
Telephone number of the school or 911. the emergency number;
Date: Age; Dime.

Game 2A/2B (blue and gray): Students need to fill in the
alpha-numeric coding in the upper left-hand corner of each square
before playing. Ask the group as a whole or individually to try
filling in the other letter/number codes without your help. Then
complete the labelling as a group. You may want to tell them
that codes like this are used in many businesses for storing
materials and information.8

Aal Ab2 Ac3 Ad4
Bal Bb2 Bc3 Bd4
Cal Cb2 Cc3 Cd4
Dal Db2 Dc3 Dd4

For this particular game. students need to know basic shapes
(square. circle, triangle).

Game 3A/3B (green and canary yellow): Students need to know
terms for spatial relationships: top. bottom, center, left,
right. (See 2A/2B for method of completing the labels for the
squares.) The words are from job applications.

MELT Competencies:
8. EOJ-8

8
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Variations on Active Listening Games

In a multi -revel class. all students can do the exercise
together by using different forms or the game. For example.
advanced students could do Active Listening with game 3A/3B while
beginning students were also doing Active Listening but were
using grids 1A/1B. The demonstration would prepare both groups.

The game can also be used by any ever number rrom a single
pair to the whole class. If you have an uneven number cf
participants, the "spare" can be a roving monitor. telling
students to chbck their work it s/he sees errors. S/he should
not give them the answers. An appropriate suggestion might be.
"Look at the top :ine. : see a problem." For beginners. s/he
might tell them to look at square A again.

The games can ce used tor initial practice. tor review. and
for introductin or the idea to students who were absent or who
entered the etass .ate. They are also a eood "filler" when some
students rinisn is7;!-K berore others.

Using Cuisenaire cr 5ther pairs or i__-_icat objects

All lever s .r.ay aiso play the game by creating identical
patterns or constructions with rods or other paired objects
(e.g.. spoons. sewing spools. small tools. pieces or fabric.
children's Lego 'clocks the possibilities are endless.). again
with a barrier tetween the students in order that they may use
only speaking and :istening for comprehension. This is free-form.
and its variations a.:e :invited cniv by the vocabulary and
imagination or the st.Jaents. It is most successful when it
follows the more structured grid games discussed earlier in this
chapter.

15

Low-level stucents need pre-teaching cr prepositions
and cescribers suer. 3.5 under. -text tc.. rat :rom. :vine
down. standing aria :c1cr names.

The brown :cc is down.
The green :cc is standing up
on the brown :cc.

More advanced students may need a "blackboard Jicticnarv"
.castrating terms following:

oerpenaicula:

parallet

Dr even obtuse

rti2ai

lia2cnal

lzonta,

acute anc:es

Again. success is 7.easured when the barricades 7,re temovea ,and
patterns are comnare.
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B. L.R.D.: The Following Directions Game

q

The objects of the game are to have the students

LISTEN to a set of multi-step instructions:

REPEAT what they have heard;

DO what they have been told.

Students must repeat what they have heard before they perform the
indicated actions. Students may ask to have the instructions
repeated. and the instruction-giver may correct any errors he
hears. Again. doing the tasks correctly is proof of successful
communication.

Variations: Teacher may choose card (helpful it some students
need simple cards and others can handle more difficult ones).

Student leader may choose card.

Each student may choose a card and direct another
student to follow his directions.

Students may practice in pairs. alternating as reader
and listener/repeater/doer.

Students mr form teams and compete for highest
score.

This game is useful for recycling at the beginning and ending or
class LDeriods: as review: as peer teaching. with one student
helping a newcomer learn the process: and as a "wake-up" activity
for slow days. It's good to compile your own stack or cards.
utilizing things which the students have been taught. Students
may also write cards for the class although they are rrequenti
too demanding or their classmates! It nobody successtully
completes a student's set of directions. s/he must then
demonstrate it tor the class.



Following Directions cards, beginning level:
(Copy the white master. Cut the copies apart to form cards.)

1. Pick up 3 books.

Stack them neatly.

Tell the students that you have finished.

2. Go to the chalkboard.

Count the pieces of chalk.

Tell the teacher that you need more chalk.

3. Pick up the cloth.

Clean the back of your chair.

Clean under the seat.

Ask if the work is OK.

4, Tell the teacher you don't understand.

Ask the teacher to read this to you again.

Say "Thank you" for the help.

5. Go to the blackboard.

Write your last. name.

Write yOUI first name.

Write your date of birth.

MELT Competencies:
#1 E0J-11
#2 E0J-10, EOJ-23
#3 EOJ-1, E0J-16
#4 Cla-1, Cla-2
#5 E0J-2E, Per-4
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Following Directions cards. Intermediate ievel.
tCopy the white masters. c:irt collies apart to corm cards.)

5. Go three steps straight ahead.

Turn right and go rour steps.

Turn left and stop.

7. Tell me your height. your marital status.

and your country GI Drigin.

Find a pencil. Take it to the pencil

sharpener. Sharpen It. Put it back

where you round it.

Give a rd rod. 2 black rods. and a dark

green rod to the student nearest the door.

rake a piece or chalk. Give it the

teacher. Ask him or her to write hi or her

middie name. Writs vi,ur .i.iznat.!re under the

teacher's name.

1_ 1r D
Per -1E
EUJ
EDJ-15
EuJ-1J



Po:lowing Directions cards. advanced level.
'Copy white master. Cut copies apart to form cards.)

9

11. Count the chairs Cox' desks). tables. and
people in this room. Do not write the
numbers. Then tell me how many or each
there are.

(A tow minutes afte the student ha,:. begun.
interrupt him and ask him if he has finished.)

12. Put your lett hand on your head.
Put ',our right hand under your :ert eibow.
Pur.. .'our left root in front 3: 'our ri4nt
:cr. Don'-. !all down!

13. Tell another student your address and ask
him or her to repeat it. Then ask nim or
her his/her address and repeat it.

14. Te!: 7e !-:ow to get to your house rrom
scnoo!. Watch me craw a mar, .)11 he
ciacktcard. Correct me wnen make
a mis-_ake.

the otindrold. Walk at:aizt
anead someone warns you to Tnen

:ound and come bac',.. to tne riace where
Lezan. Take ctt the 'Dlino-r-Jd.

''EL. :ortmetencles:
ti!

E0J-25
Cla-2. 4. .4

!4 Dir-iU.
415 =0J-17

U k



LEASE SHUW ME: TPR TASK-SHAD,JWING GAME

More and more newly-arrived non-natie English speakers are
going to work very soon after arrival in the U.S. and =ten
berore their English skills have reached a point at which real
communication with average American employers can occur. Their
entry-level lobs. however, are almost all made up of tasks which
can be demonstrated. Teaching students to ask for demonstration
can be a very effective crutch while English skills are being
acquired.

An easy way to accomplish this is through Total Physical.
Response (TPR) activities in which the instructor models the
activity while saying what s/he is doing (see attached scripts).
After modeling. the teacher repeats the instructions and the
students copy the teacher's actions. Then the teacher repeats
the instructions and the learners perform the indicated tasks
alone. Finally. the students repeat the instructions while
performing the actions until they can do both without help.

This is very similar to Task Shadowing. an industrial
techniaue in which the worker learns by watching and copying a
skitled person. TPR. however. adds the language component.

The following are examples of TPR activit es which may he
used tor this purpose. You will undoubtedly be able to write
more which will apply to specific things your students are
learr:ng. As classes work with the technique. TPR exercises with
additional steps may be used. Students can write their own
exercises to use in tearing another student.

ou may use either actual props cc pictures kplus imagina-
tion. to facilitate memory. include the whole-body action which
is at the root .)t TPR's success. .11d make the activity "real."

:he student l-,arns an oneratidn.4 me may reach a second
stu..lent. that one .:ail teach a third.

,,men our studen'E Acn't ..inue!stand. reel mere
oomr-.-able knowinz sa'., "Please and I an 1c.
it.-

MELT _Lmpetencv:



Please Show Me Beginning level

Sorting

1. Get a pile or rods.

Put the green rods in one ptace.

3. Put the black rods in another place.

4. Put the red rods together.

S. Tell the boss you are finished.

MELT '1:cmtetencies:
#S EG:-11
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Please Show Me TPR. Intermediate level

Using a Pay Telephone

1. Read the directions.

2. Pick up the receiver.

3. Put the correct money in the slot.

4. Listen for the dial tone.

5. Dial the number.

6. Listen for someone to answer the phone.

guying a Coke

Get 5C4 in quarters. dimes. or nickles.

Put the money in the slot in the machine.

3. Push the button for Coke.

4. Wait a minute.

5. Pick up the can and open it.

6. Smile and drink the Coke.

Of

5. You don't et a Coke.

6. Tell the orrice worker, "I lust it the machine."

MELT Competq,ncies:
Telephone Mon-2
Coke Mon:. 3. and



Please Show Me advanced level

Mailing a Letter

1. Write vour name and address in the upper left corner
of the envelope.

2. Write your friend's name and address in the middle of
the envelope.

3. Fold the letter.

4. Put the letter into the envelope.

5. Lick the flap and seal the letter.

6. Put a stamp in the upper right corner of the envelope.

Put the envelope in the mailbox.

MELT Competencies:



IV. SUMMARY OF MELT COMPETENCIES**

p. 2. Interview grid, beginning level
square 1 Cla-10; Per-1. 2. 3. 13; Soc-1. 11
square 2 - Per-1. 2. 3. 12
square 3 Per-13; Soc-11
squares 4. 5. 6, 7 Per-4. 13
square 8 Cla-10
square 9 EFJ-5; Per-1

p. 3. Interview grid. intermediate level
square
square
square
square
square
square
square
square

1 Per-I. 2.
2 Per-1
3 Tim-10. 12
4 Per-1
5 EFJ-1
7 - Soc-6. 24
8 Soc-6
9 EFJ-4. 16

3

p. 4. Social
square
square
square
square

language grid.
1 Per-15
2 Per-1
7 Per-10
8 Soc-6, 24

advanced level

p. 8, Cla-15, Cla-16

p.10. Cla-1, 2. 3. 4

p.11, EOJ

p.12. Active Listening grid. beginning level. 1A
square C Tra-2
square H Mon-2
square I Mon-2
WORK. X literacy

p.13. Active Listening grid, beginning level. 1B
square B Tim-3
square D Tim-7
squares E. G, USA. TV literacy

p. 16. Active Listening grid. intermediate 'eve!, 2A
square Aal E0J-7
square Ac3 Tel -2
square Bbl EFJ-13
squares Cal. Cc3 Application words

UST COPY AVAILABLE 3
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p.17. Active Listening grid. intermediate level. 2B
square Ad4 EFJ-12. Tim-3
square 8c3 Hou-8. E0J-7
square Cb2 Per-13
square Cd4 EFJ-9 (application word)

p.20. Active Listening grid. advanced level. 3A
top center square EFJ -21 (application word)
left center square EOJ-8
bottom center square EFJ-23

p.21. Active Listening grid. advanced level. 3B
top left square EFJ-9 (application word)
center square EFJ-9
bottom right square - EFJ-9

p.26. #1 - E0J-11: #2 EOJ -10. 23; #3 EOJ -l. 16: #4 Cla-I, 2
#5 EOJ-25. Per-4

p.27. #6 Dir-4. 9: #7 Per-13, 15; #o E0J-16; #9 EOJ -16:
#10 - ECM-17

p.28. #11 - EUJ -3. 16; #12 EOJ -25: #13 Cla-2. 4. 14:
#14 Dir-10. 13: #15 EOJ-17

p.29. EOJ-26

p.30. #5 EUJ -26

p.31 - Telephone Mon-2:
Coke Mon-2. 3. 8

p. 32 CmS-7

**MELT Core Curriculum competency designations have been noted in
footnotes and on this page to assist those individuals and
programs which have a competency-based curriculum utilizing
material from the Mainstream English Training Project of.the
Office of Refugee Resettlement.

BEST COPY AVAUILE
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Following Directions cards, beginning level:
(Copy the white master. Cut the copies apart to form cards.)

1. Pick up 3 books.

Stack them neatly.

Tell the students that you have finished.

2. Go to the chalkboard.

Count the pieces of chalk.

Tell the teacher that you need more chalk.

3. Pick up the cloth.

Clean the back of your chair.

Clean under the seat.

Ask if the work is OK.

4, Tell the teacher you don't understand.

Ask the teacher to read this to you again.

Say "Thank you" for the help.

5. Go to the blackboard.

Write your last name.

Write your first name.

Write your date of birth.

MELT Competencies:
#1 ECJ-11
#2 - EOJ-23
#3 - EOJ-1, EN-16
#4 Cla-1, Cla-2
#5 E0J-25, Per-4

50



Following Directions cards, intermediate level.
(Copy the white masters. Cut copies apart to form cards.)

6. Go three steps straight ahead.

Turn right and go four steps.

Turn left and stop.

7. Tell me your height, your marital status,

and your country of origin.

8. Find a pencil. Take it to the pencil

sharpener. Sharpen it. Put it back

where you found it.

9. Give a red rod, 2 blacl rods, and a dark

green rod to the student nearest the door.

10. Take a piece of chalk. Give it to the

teacher. Ask him or her to write his or her

middle name. Write your signature under the

teacher's name.

MELT Competencies:
46 Dir-4. Dir-9
#7 Per-13, Per-IS
48 - E0J-16
49 EOJ-16
410 - E0J-19 51



Following Directions cards, advanced level.
(Copy white master. Cut copies apart to form cards.)

11. Count the chairs (or desks), tables, and
people in this room. Do not write the
numbers. Then tell me how many of each
there are.

(A few minutes after the student has begun,
interrupt him and ask him if he has finished.)

1?. Put your left hand on your head.
Put your right hand under your left elbow.
Put your left foot in front of your right
foot. Don't fall down!

13. Tell another student your address and ask
him or her to repeat it. Then ask him or
her his/her address and repeat it.

14. Tell me how to get to your house from
school. Watch me draw a map on the
blackboard. Correct me when I make
a mistake.

15. Put on Lhe blindfold. Walk straight
ahead until someone warns you to stop. Then
turn around and come back to the place wher,I,
you began. Take off the blind-fold.

MELT Competencies:
#11 E0J-3. E0J-16
1112 E0J-25
ti'13 - Cla-2, 4, 14

*14 Dir-10, 13
#15 EOJ-17

52


